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DEPARTMENT OF HEALTH & MENTAL HYGIENE
OFFICE OF EMERGENCY PREPAREDNESS AND RESPONSE (OEPR)

Item No. Series Title and Description of Records Authorized Retention Period

6.

NOTE: Sensitive Information- SHRED

PROGRAM ADMINISTRATIVE FILES
A. General subject files containing tech info,
program correspondence, speeches, research,
contacts, training, etc.

B. Fiscal information including cost estimates,
procurement, expenditures, grants etc.
(Program related, not administrative costs.)

C. Inter-office relations including guidelines,
memos, notices etc with MEMA, DOJ, DHS, CDC,
other emergency response agencies.

OEPR MANAGEMENT SERIES
Plans, protocols, logistics, emergency responses,
etc.

EXERCISE COORDINATION
Exercise notices, plans, situation reports, and after-
action reports

MEDICAL INTELLIGENCE SERIES
Emergency room reports, CDC notices, etc.
(28 CFR 23) (Back up copy at MCAC)

CONTINUITY OF OPERATIONS PLAN (COOP)
Projected operating plans for essential DHMH units
in emergency/disaster situations.
Electronic format (Database) (Back up at MEMA).
SG10-617(e) and SG10-618 (j).

VOLUNTEER COORDINATION
General volunteer information, committee
information, task force correspondence, etc.

ESF-8 (Emergency Support Function -8) SERIES
Includes meeting notice, agenda, notes, and
minutes/summary. (Back up copy at MEMA).

1 A. Retain for three (3) years, then destroy if no
longer needed.

1B. Retain for four (4) years and until all audit
requirements are met, then destroy.

1C. File by agency, and retain items for four (4) years,
then destroy if no longer needed.

2. Move to inactive file when replaced or no longer
needed. Transfer inactive files annually to records
center for five (5) years, then destroy.

3. File in by kind of exercise, in annual folder. Retain
current and three (3) previous years folders in office,
then destroy files when four (4) years old, if no
longer needed.

4. Retain in office for five (5) years, then destroy by
shredding, if no longer needed.

5. Update electronic copy of plan periodically,
replacing back up copy as needed. Destroy back up
disk when superseded. Paper copy is used for
convenience and is non-record -destroy when no
longer needed.

6. Retain in office for two (2) years. Transfer to
Records Center for three (3) years, and then destroy.

7. Retain in office for seven (7) years, then destroy.

BY: (DHMH Official) DATE: HAY 5APPROVED

SIGNATURE

NAME/TITLE: LISA KIRK, DPH, Executive Director

AUTHORIZED BY^rchives) DATE: MAY 1 2 20

SIGNATURE: ̂ S^fi^m*** C. f^Or-^u^

NAME/TITLE: EDWARD C PAPENFUSE, JR., State Archivist

DGS 550-1 (DHMH 2004)



DHMH Instructions - Screen non-record materials and list
separately. Type or print a separate inventory form for
each Record Series identified. Each Record Series must
also be listed on a Schedule. Forward all Records
Inventory forms with the proposed Records Retention
Schedule (DGS 550-1) to the DHMH Records
Management Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES
. STATE RECORDS CENTER

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794
(410)799-1379

AGENCY RECORDS INVENTORY

PAGEJ_OfJ_

1. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Office/Administration/Division 3. Unit or Section

•e/jgfej/ve^f (ikfkjfc

)

DEFINITION - RECORD SERIES - A group of related records normally filedand used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title g f + £ (S&i&*& ttUS f\ - "2 . fet ^ F ^ W A ' S f 5. Earliest Year/Latest Year
to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.)

7. Record Series Format(s)

^Letter Size D Microfilm

£H.egal Size

rBound Book

D Audio Tape

D Other (specify)

D Computer Tape

D Floppy Disk

D Video Tape

8. Record Series Sequence

D Alphabetical

D Numerical

D Chronological

O Geographical

• Other (specify)

9. Volume

Number

8^ File Drawer(s)
• Microfilm Reel(s)
D Computer Tape(s)
D Other (specify)

10. Annual Accumulation
D File Drawer(s)
• Microfilm Reel(s)
Q Computer Tape(s)

Number D Other (specify)

11. Filers U s e d /
Oily «I^Veeleekly iH^vlolonthly

12. File Becomes Inactive After
• Month(s)

Number
• Year(s)

13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

' D Yes D No

15. Access Restrictions • Yes gf*No
(If Yes, cite Law(s) & Regulation(s)

16. Audit Requirements ({*l ^ > S " d>far£&-J

D None D State CTederal • Independent

17. Is an Index System used?
(If yes, explain briefly and describe any hardware/software requirements

H^Yes • No

18. Recommended Retention

19. Name and Title of Preparer 20. Room Number

Telephone Number Jfo 7_ £}4h 'i

21. Date

DGS 550-4 (DHMH Rev. 1998 )



DHMH Instructions - Screen non-record materials and list
separately. Type or print a separate inventory form for
each Record Series identified. Each Record Series must
also be listed on a Schedule. Forward all Records
Inventory forms with the proposed Records Retention
Schedule (DGS 550-1) to the DHMH Records
Management Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES
. STATE RECORDS CENTER

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794
(410)799-1379

AGENCY RECORDS INVENTORY

PAGE±<*1
1. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Office/Administration/Division

iledand used as a unit for reference as we

3. Unit or Section

DEFINITION - RECORD SERIES - A group of related records normally filedand used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

EM££&6tfCy IA.h^h^bK(^^T
5. Earliest Year/Latest Year

to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.)

^e5foAS« ELS <F - 8 C&f*&l»'KS~)

7. Record Series Format(s)

• Letter Size D Microfilm

D Legal Size • Computer Tape

D Bound Book D Floppy Disk

D Audio Tape D Video Tape

D Other (specify)

8. Record Series Sequence

D Alphabetical

• Numerical

D Chronological

D Geographical

• Other (specify)

9. Volume

Number

'Er'Tile Drawer(s)
D Microfilm Reel(s)
• Computer Tape(s)
• Other (specify)

10. Annual Accumulation
• File Drawer(s)
D Microfilm Reel(s)
D Computer Tape(s)

Number O Other (specify)

11. File is Used
D Daily D Weekly D Monthly

12. File Becomes Inactive After
D Month(s)

Number
D Year(s)

13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
D Yes D No

15. Access Restrictions D Yes M2)Nb
(If Yes, cite Law(s) & Regulation(s)

16. Audit Requirements

D None D State • Federal • Independent

17. Is an Index System used?
(If yes, explain briefly and describe any hardware/software requirements

18. Recommended Retention

• Yes D No

19. Name and Title of Preparer 20. Room Number £3 2-

Telephone Number ffr -p. < iJj5"V /

21. Date

*//¥/aS-

DGS 550-4 (DHMH Rev. 1998 )



DHMH Instructions - Screen non-record materials and list
separately. Type or print a separate inventory form for
each Record Series identified. Each Record Series must
also be listed on a Schedule. Forward all Records
Inventory forms with the proposed Records Retention
Schedule (DGS 550-1) to the DHMH Records
Management Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES
. STATE RECORDS CENTER

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794
(410)799-1379

AGENCY RECORDS INVENTORY

PAGE,J-OF3-

1. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

3. Unit or Section

DEFINITION - RECORD SERIES - A group of related records normally filedand used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Ey^rase Coo Jr^M'O (\
5. Earliest Year/Latest Year

. to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.)

£ * e r cCS <e_- ln©!*vQLS}' p I "a K s f s >-k±Gjtid-n f€p d A £> * W /VP teir A O-T7" on

\ i Ke_ iporpoS6- is jl> r/vi prove mrepajre-d^SS- |w j tfa

7. Record Series Format(s)

jtter Size D Microfilm

• Legal Size D Computer Tape

D Bound Book • Floppy Disk

D Audio Tape • Video Tape

D Other (specify)

8. Record Series Sequence

D Alphabetical

• Numerical

S^Chronological

• Geographical

• Other (specify)

9. Volume

Number

leTFileFile Drawer(s)
• Microfilm Reel(s)
D Computer Tape(s)
• Other (specify)

10. Annual Accumulation
D File Drawer(s)
D Microfilm Reel(s)
O. Computer Tape(s)

Number D Other (specify)

11. File is Used
D Daily • Weekly • Monthly

12. File Becomes Inactive After
D Month(s)

Number
D Year(s)

13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

' D Yes D No

15. Access Restrictions • Yes
(If Yes, cite Law(s) & Regulation(s)

D No 16. Audit Requirements

O None D State Q Federal D Independent

17. Is an Index System used?
(If yes, explain briefly and describe any hardware/software requirements

18. Recommended Retention

• Yes • No

19. Name and Title of Preparer

Cpcnaf̂ M T 4 W ^ (
20. Room Number

Telephone Number rf/O-Jlt l^Qt2i/

21. Date

/M'os-
DGS 550-4 (DHMH Rev. 1998 )



DHMH Instructions - Screen non-record materials and list
separately. Type or print a separate inventory form for
each Record Series identified. Each Record Series must
also be listed on a Schedule. Forward all Records
Inventory forms with the proposed Records Retention
Schedule (DGS 550-1) to the DHMH Records
Management Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES
. STATE RECORDS CENTER

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794
(410)799-1379

AGENCY RECORDS INVENTORY

PAGE4 . 0 F ^

1. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Office/Administration/Division

\0flC

3. Unit or Section

s normally filedand used as a unit for reft
m

1
DEFINITION - RECORD SERIES - A grouDof related records normally filedand used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

(A£JP(cAu XMT£OA<eiE>J C£
5. Earliest Year/Latest Year

to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.)

7. Record Series Format(s)

ETetter Size Q Microfilm

D Legal Size • Computer Tape

D Bound Book D Floppy Disk

D Audio Tape • Video Tape

D Other (specify)

8. Record Series Sequence

S^AIphabetical

Q-'-'Numerical

D Chronological

D Geographical

D Other (specify)

9. Volume

Number

b^eFile Drawer(s)
• Microfilm Reel(s)
D Computer Tape(s)
• Other (specify)

10. Annual Accumulate

?
Number

ulatiop^-
B-'Flie Drawer(s)
D Microfilm Reel(s)
D. Computer Tape(s)
• Other (specify)

11. File is Usaef
[^Daily • Weekly D Monthly

12. File Becomes Inactive After
I • Month(s)

Number
B^YeaYear(s)

13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes-, specify agency or office)
VT Yes D No McAiO

15. Access Restrictions D Yes
(If Yes, cite Law(s) & Regulation(s)

• No 16. Audit Requirements

None D State D Federal D Independent

17. Is an Index System used?
(If yes, explain briefly and describe any hardware/software requirements

EfNo

18. Recommended Retention

• Yes

^"ve«-r->S
y

19. Name and Title of Preparer

Sey^or- 'fiAaUo VVeodA}̂ -. rWoA^ir'

20. Room Number

Telephone Number 3o i -S"3(p- ^-(ofp'f-

21. Date

4 - 4 - OS"
DGS 550-4 (DHMH Rev. 1998 )



DHMH Instructions - Screen non-record materials and list
separately. Type or print a separate inventory form for
each Record Series identified. Each Record Series must
also be listed on a Schedule. Forward all Records
Inventory forms with the proposed Records Retention
Schedule (DGS 550-1) to the DHMH Records
Management Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES
. STATE RECORDS CENTER

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794
(410)799-1379

AGENCY RECORDS INVENTORY

IPAGE*T OF i_

S
1. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Office/Administration/Division 3. Unit or Section

^meyj4 Pr^areJi/*€^^p4e
DEFINITION - RECORD SERIES - A group of related records normally filedand used as a unit for reference as well as retention and disposition purposes.

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.)

7. Record Series Format(s)

• Letter Size D Microfilm

D Legal Size D Computer Tape

• Bound Book D Floppy Disk

D Audio Tape • Video Tape

• Other (specify)

8. Record Series Sequence

D Alphabetical

D Numerical

D Chronological

D Geographical

• Other (specify)

9. Volume

ID
Number

-ile Drawer(s)
Q Microfilm Reel(s)
• Computer Tape(s)
D Other (specify)

10. Annual Accumulation
D File Drawer(s)
D Microfilm Reel(s)
Q Computer Tape(s)

Number D Other (specify)

11. File is Used
Q Daily • Weekly Q Monthly

12. File Becomes Inactive After
• Month(s)

Number
• Year(s)

13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

' D Yes V No

15. Access Restrictions Yes D No
(If Yes, cite Law(s) & Reglilation(s)

Aid G><k ?W,, SM^MtS n-W*)* lo-uty

16. Audit Requirements

)$ None D State • Federal • Independent

17. Is an Index System used?
(If yes, explain briefly and describe any hardware/software requirements

18. Recommended Retention

D Yes D No G yQAts

19. Name and Title of Preparer 20. Room Number

Telephone Number hf/0 - 7 & 7 - £ > / £ £

21. Date

i/n/cf
DGS 550-4 (DHMH Rev. 1998 )



DHMH Instructions - Screen non-record materials and list
separately. Type or print a separate inventory form for
each Record Series identified. Each Record Series must
also be listed on a Schedule. Forward all Records
Inventory forms with the proposed Records Retention
Schedule (DGS 550-1) to the DHMH Records
Management Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES
. STATE RECORDS CENTER

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794
(410)799-1379

AGENCY RECORDS INVENTORY

PAGEit OF

1. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

3. Unit or Section

DEFINITION - RECORD SERIES - A group of related records normally filedand used as a unit for reference as well as retention and disposition purposes

&

4. Record Series Title

\)olaa4t^er Coordi^Qf"*^
5. Earliest Year/Latest Year

. to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.)

7. Record Series Format(s)

• Letter Size D Microfilm

• Legal Size D Computer Tape

D Bound Book • Floppy Disk

• Audio Tape • Video Tape

D Other (specify)

8. Record Series Sequence

D Alphabetical

• Numerical

D Chronological

D Geographical

D Other (specify)

9. Volume

Number

B^File Drawer(s)
• Microfilm Reel(s)
D Computer Tape(s)
D Other (specify)

10. Annual Accumulation
• File Drawer(s)
D Microfilm Reel(s)
D. Computer Tape(s)

Number Q Other (specify)

11. File is Used
D Daily D Weekly • Monthly

12. File Becomes Inactive After
Q Month(s)

Number
• Year(s)

13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

' D Yes • No

15. Access Restrictions D Yes
(If Yes, cite Law(s) & Regulation(s)

D No 16. Audit Requirements

• None • State D Federal D Independent

17. Is an Index System used?
(If yes, explain briefly and describe any hardware/software requirements

18. Recommended Retention

• Yes a No

19. Name and Title of Preparer 20. Room Number

Telephone Number / / / rf- 7 £ 7 - 7 7 7-2-

21. Date

V*fcT
DGS 550-4 (DHMH Rev. 1998 )



DHMH Instruction.;. Screen non-record materials and list
separately. Type or print a separate inventory form for
each Record Series identified. Each Record Series must
also be listed on a Schedule. Forward all Records
hwentory forms with the proposed Records Retention
Schedule (DGS 550-1) to the DHMH Records
Management Officer thru your Records Coordinator.

1. Department/Agency

DEPT OF HEALTH A MFMTAl HYGIENE

DEPARTMENT OF GENERAL SERVICES
. STATE RECORDS CENTER

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794
(410)799-1379

2. Office/Administration/Division

twee 0F™
I DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes

4J Record Series Title

r̂ ^o f̂- fl*tt&* & (fi/Ui #*}/&. ^ / W ^ /
J ^ e c o r d Series 6escription (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.)

1'

7. Record Series Format(s)

Stetter Size • Microfilm

D Legal Size • Computer Tape

• Bound Book • Floppy Disk

D Audio Tape • Video Tape

D Other (specify)

8. Record Series Sequence

D Alphabetical

• Numerical

©""Chronological

O Geographical

• Other (specify)

FSvolume # &O*e9 I CO ft"
^ . D File Drawer(s) ^

/ . / I D Microfilm Reel(s)
/ yZ. V&K a ComputerTape(s)

Number D Other (specify)

Wy Access Restrictions n Yes J^
1 (If Yes, cite Law(s) & Regulation(s)

No

17. Is an Index System used?
(If yes, explain briefly and describe any hardware/software requirements

D Yes EC N O

( i ^ Name ancLTitle of Preparer

10. Annual Accumulation
• File Drawer(s)
D Microfilm Reel(s)
D Computer Tape(s)

Number D Other (specify)

12. File Becomes Inactive After
D Month(s) a Year(s)

14. Is Record Series Duplicated
(If yes, specify agency or office)

' j & Yes D NO / f a ^ ^ t n ^ ^

I Elsewhere?/̂ e /̂t-v-f ^ - ^ ^ ^

Aye^A-y

f§) Audit Requirements

D None D State Q Federal

r
a Independent

r 18/ Recommended Retention

?/ e^^>r


